Adding New Items to an Existing Order

1. Log in to Sales.

2. Click the Maintenance icon | Maintenance | and find the existing order.

(See Order Maintenance: Viewing Specific Orders for more information.)

Order # [ 4 Lsstorders for | Agie Admin - Regic ¥ off
Last Name agile \f Last orders you sold or maintained «
Bxact Match Barcode v
Customer # o 2 Membership  [(A1) I el
Document # Y4 Member #
[ Credit Card []Gift Card List orders for an event (,O
Name Order # Order Date Org Buyer Type City State  Changed User
Agile, Joe 106586 8/10/2015 4:25 PM Agile Festival Web - Advanced Hemitage: ™ 8/10/2015 4:27 PM agileweb
Agile, Joe 106582 8/10/2015 2:37 PM Agile Festival Web - Advanced Hemitage: ™ 8/10/2015 2:38 PM agileweb
Agile, Joe 106581 8/10/2015 12:56 PM Agile Festival Web - Advanced Hemitage ™ 8/10/2015 12:58 FM sa
Agile, Peter 106574 8/1/2015 1223 PM Agile Festival AMS - BaxOffice HERMITAGE ™ 8/1/201512:25 FM sa
Agile, Peter 106573 8/1/201512:18 PM Agile Festival AMS - BaxOffice HERMITAGE ™ 8/1/2015 1220 PM sa
Agile, Joe 965597 7/23/2015 11:18 AM Agile Festival Web - Advanced Hemmitage ™ 7/23/2015 1:49 PM sa
Agile, DeeDee 96606 7/23/2015 1:26 PM Agile Festival AMS - BaxOffice HERMITAGE ™ 7/23/2015 1:41 PM sa
Agile, Joe 96596 7/23/20159:31 AM Agile Festival AMS - BaxOffice Hemmitage ™ 7/23/2015 5:32 AM sa
Agile, Joe 96583 7/16/2015 4:32 PM Agile Festival Web - Advanced Hermitage ™ 7/16/2015 4:33 PM agilewsb
Agile, Jill 96568 7/9/2015 2:47 PM Agile Festival AMS - BaxOffice HERMITAGE TN 7/15/2015 209 PM sa
Agile, Jill 96575 7415/2015 9:47 AWM Agile Festival AMS - BaxOffice HERMITAGE TN 7/15/2015 1:57 PM sa
Agile, Joe 96569 7/9/2015 449 PM Agile Festival Web - Advanced Hemitage TN 7/9/2015 450 PM agilewsb
Agile, DeeDee 96567 7/9/2015 241 PM Agile Festival AMS - BaxOffice HERMITAGE TN 7/9/2015 2:41 PM sa
Agile, Mary 96566 7/9/2015 2:36 PM Agile Festival AMS - BaxOffice Hemitage TN 7/9/2015 236 PM sa
Agile, Melinda 96564 7/9/2015 231 PM Agile Festival AMS - BaxOffice Hemmitage TN 7/9/2015 2:32 PM sa
agile, Christy 96563 7/9/2015 228 PM Agile Festival AMS - BaxOffice Hemmitage TN 7/9/2015 225 PM sa
Agile, Wiliam 96562 7/9/2015 227 PM Agile Festival AMS - BaxOffice HERMITAGE TN 7/9/2015227FPW 53
Agile, Mary 76461 5/7/2015 10:13 AM Agile Festival AMS - BaxOffice Hemitage ™ 7/9/2015 1:40 PM sa
Agile, Mary 86570 6/30/2015 2:38 PM Agile Festival AMS - BaxOffice Hemitage N 7/1/2015 1:31 PM sa
agile, Christy 86569 6/30/2015 2:38 PM Agile Festival AMS - BaxOffice Hemitage N 6/30/2015 2:42 PM sa
D & Customer #: 63952
Biling Address Shipping Address Credit Info
DeeDee Agile DeeDee Agile Credit Limit 0.00
1313 Mockingbird Lane 1313 Mockingbird Lane Available Credit: $0.00
Account Balance: $0.00
HERMITAGE, TN 37076 HERMITAGE, TN 37076 Deferred Balance: $0.00
4& hem Summary
EventName Event Time Venue Price Fee Service Fee Delivery Sold For Transaction Fulflled
=[] Agile Shorts Night /182015700 AM  Elm Hill Cinema Print Immediately - o Charge
=[] 1 General Admission - General Admission
[ Ticket $10.00 $0.00 $0.00 8g271 719/2015 2:41 PM
Delivery Fee Delivery Price Type Delivery Fee Transaction
(] Print Immediately Mo Charge 50.00 98271
oo I =& i Praceed >



https://support.agiletix.com/hc/en-us/articles/200617005-Log-In
https://support.agiletix.com/hc/en-us/articles/204477924-Order-Maintenance-Viewing-Specific-Orders-or-Last-Orders-Sold-or-Maintained
https://support.agiletix.com/hc/en-us/article_attachments/202965440/order_look_up.png
https://support.agiletix.com/hc/en-us/article_attachments/202905794/order_summary.png

4. Click the Event tab.

2015 Agie Fim Festival (15AFF)
AG Shors (AGSH)
Agie Festival (ADT)

AT Concessions (ATC)

AT Fund Development (ATD)
AT Gt Card (ATGE)

AT Membership {ATHM)

AT Merchandse (ATME)
Features (FEAT)

Fims (FF)

Music (AHM)

Passes fpass)

Productions (AHP)

Shorls (FFS)

5. Find the item you wish to add to the order. Add the item(s) to the order and click Proceed.

StartDate [Wed, Aug 192015 [0 | Inventory | Open | AT Cresiceareces B8 52 [@)]

Name Day Dale Durgtion  Venue org Sale Status A
Bil Cunningham New York Sun Aug 23,2015 7:00 AM Th2dm  Agie Theatre (S2) FF On Sde

Bisck Butterfies Tue  Sep 152015410 AM th4im  Agie Theatre (S2) FF On Sale

Even the Rain Tue Sep 15, 20154:10 AM Th 44m Central Pike Cinema FF On Sale

Bil Cunningham New York Tue  Sep 15,2015 715 AM Th2dm  Central Pike Cnema FF On Sde

Bil Cunningham New York Tue  Sep 15,2015 6:50 AM ih24m  Agie Theatre (S1) id

\l Central Pike Cinema
Bl Cunningham New York i Seple, 00 AM 24m  Agie Theatre (ST) 3
Bil Cunningham New York Fi Sep 18,2015400 AM Em Hil Cnema FF On Sale v

e
1" Customer Benefit Summary For Event 3
Up to & General Admission Voucher Redemption tickets remaining you wish to add
Tier - Sales Line Type Pricc Fee ServiceFee Subtotal Available

Select the event

o= 2 Ticket $1000 $000 $0.00

o == [0 | Student / Senior Ticket 300 $000 $0.00

Select the number
of tickets that
need to be added
to the order.

Express Sale Add Proceed > Pay >>

6. The Order Summary should now reflect the new items. Once all the new items have been added,
click Proceed to move to the Payment Summary page.


https://support.agiletix.com/hc/en-us/article_attachments/202905784/event_tab.png
https://support.agiletix.com/hc/en-us/article_attachments/202965430/add_tickets_to_order.png

4a tem Summary

=12 General Admission - General Admissicn

o [ Ticket
[] Ticket

=11 General Admission - General Admissicn

o [ Ticket $10.00 5$0.00 s0.00 98271 7/9/2015 2:41 PM
[ Print Immediately No Charge $0.00 92271
YoM RS RSEUeoquAT K990 Prcess >

7. The amount of the new tickets will be displayed in the Payment Information. Select the method of
payment from the drop-down or from the cash amount buttons at the bottom of the screen.

Summary Info

$0.00
$20.00

] Tax:
Security Code Total:

Minimum
Training Mode Active

Select a method of payment
from the drop-down menu. For
cash, use the buttons below
to reflect the amount given to
you by the customer. The
change due will be
automatically calculated.

Payment Total:
Current Balance Due:

|P|pp{yF‘ayment || Finalize | | §1 || $5 ||$1D||$21]||$ﬂ]||$1ﬂ]| |Exac:t[lhange



https://support.agiletix.com/hc/en-us/article_attachments/202965410/new_items.png

. Once the payment has been processed, click Finalize.

Payment Irrfurrnatiun Summary Infao

== —
|

(Choose Method) v |

Subtotal:
Document Number
Ticket Fees: .‘H]l.ﬂﬂ
Card Holder Name Service Fees: L
Order Fees: S0.00
Expiration Date Delivery Fees: S0.00
Mo) v (Year) Donations: $0.00
_ Tau: S0.00
Secunty Code Total: 20,00
Minimum Due: £20.00

Training Mode Active

Payment Total:
Current Balance Due:

Apply Payment || Finalize | | £1 | | 55 | |$1D | |$2ﬂ | |$5'ﬂ | |$'I[H]| |E:Ec:tD13nge




